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RECORDS RETENTION AND DISPOSAL SCHEDULE o
Division of Occupational and Professional - Real Estate Commission of Maryland
AGENCY DI VISION

ltem

No. Description Retention
THIS SCHEDULE SUPERCEDES SCHEDULE NO. 612-84

Retain permanently and

1. |Minutes of all meetings of the Real Estate Commission [transfer periodically iV

to State Archlves.

2. APPLICATION CARD FILE - This alphabetical index amtairs] Retaln permanently and
background data of brokers, associates brokers, transfer periodically
salesman, and trade names. to State Archives.

3. CLOSED CASES - These records encompass all complaints Rétaln research Haterlal
filed with the Real Estate Commission which have been |5 years after the:
closed, administrative appeals and court cases. closing date and then

destroy.

4. | LICENSE APPLICATIONS ~ Contains application, deposit Retain records for 3 (tree)
information and continuing education information, years or until audit re-

‘ examination application booklet and any other docu- quirements have been ful-
mentation relating to the prerequisits for licensure. | filled, then destroy.
Schadule Appreved by Depermment, Schedule Authorized by

c. frdeh

Title
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T INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

FEVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY]

¥WITH RECORDS RETENTION SCHEDULE ' P.O. BOX 273 1 1
' PAGE OF
p 550-1) JESSUP, MARYLAND 20794

1. DEPARTMENT/AG&NCY 2. Division 3. WNIT

Dept. of ‘Licensing & Reg.

Occupational & Professional Lic.

Real Estate Comm.

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FCOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

DEFINITION-RECORD SERIES-

4, RECORD SERIES TITLE

"Minutes of Meetings

5. EARLIEST YEAR/LATEST YEAR
1939 TO present

6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRI!BE THE TYPES OF 'NFOWT'ON/DOCMNTS/FOR’NB FrouUND

4N THE SERIES.

The monthly meetings reflect the business, interpretations, legislation updates

and policies of the Commission.

4

INCLUDK THE PURPOSE OR FUNCTION OF THE SEFIES

7. RECORD SERIES FORMAT(S) l8. RECORD SERIES SEQUENCE 9.

ETTER SI1zZE O chﬁorlLM
iiiLGAL S1ZE 0O COMFUTER TAPE
0 pouND BOOK U FLOPPY DISK
0O AUDIO TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

looseleaf binder

-0 NUMERICAL

O ALPHAEBETICAL
¥ CHRONOLOGICAL,
o céocRAPHICAL

0 OTHER(SPECIFY)

VOLUME
O FILE DRA¥WER(S)
O MICROFILM REEL(S)
0 cCOMPUTER TAPE(S)

¥ OTHER{SPECIFY)
boxes

NUMBE R

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUMBER U COMPUTER TAPE(S)
binder . ¥ orirr(sprciFy)

1. riLE IS USED _ 12. FILE BECOMES INACTIVE AFTER
O DAILY O WEEKLY & MONTHLY 10 0O MONTH(S) ¥ YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
File Room ti1r vyes, speciFy reENCY OR OFFicE)
- 0 yYEs Xno
15, ACCESS RESTRICTIONS 0 YEs X NO 16, AUDIT REQUIREMENTS

(1@ ves, ci1TE LAW(S8) & REGULATION(S)
t

3
O} | NDEPENDENT
H

LT

P

P

O NonNE ¥ STATE . O FEDERAL

17.

IS AN INDEX SYSTEM USED?7 (1w YES.E>@PLAIN

RECONMMENDED RETENT ION

| 18.
BREIEFLY AND DESCRIEE ANY HARDEARE/ SOFTHRARE )
0 yvyEs O NoO . B Permanent .
: L3
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

. Elizabeth Beggs, Exec. Director

333-8127

10/21/91




